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Abstract 


The purpose of the study was to determine the relative 
amounts of time which recent business education graduates 
spent performing various business and office activities. 

A questionnaire based upon the list of action verbs from 
the NOBELS' (1968) A Taxonomy of Office Activities for 
Business and Office Education was used to survey thirty 
random-selected beginning office workers and their respective 
supervisors regarding employee duties. 

The questionnaire contained the list of twenty primary- 
Giga s1onsverbs_ of the, Operating,.jlnteracting, ,and.Managing 
Domains, and their corresponding twenty groups of secondary- 
division verbs from the Taxonomy. The verbs were termed 
activities for the study. 

Respondents scored each activity in the primary group 
and secondary groups, one group at a time, on a five-point 
scale, to indicate relative amounts of time spent on the 
VarLOUuS activaties. 

Scale values. were calculated for each activity for 
employee and supervisor responses. Standard scores were 
calculated and correlations were computed for the group of 
primary activities and for each group of secondary activities. 

Activities in the Operating Domain on which employees 
spent the most time, in rank order from most to least, were 
Recording--copy, write, duplicate, register, post, trans- 


cribe; Arranging--sort, and compile; Verifying--proofread, 
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Lv 
and check; Transmitting--forward, deliver, dispatch, distri- 
bute, and route; Manipulating--stamp, feed, numbering, and 
punch; Storing--file; Indexing--label, cross-reference, and 
code; Collecting--search, gather, and order; Compsoing--edit, 
document, and outline; Comparing--match; Modifying--correct, 
revise, and perfect; Calculating--total, count, and compute; 
and Purging--weed. 

Activities in the Interacting Domain were Communicating-- 
consult, listen, thank, answer, explain, and discuss; Assis- 
ting--aid, welcome, show, inform, alert, and orient; and 
Coping--cooperate and obey. 

Activities occupying the most time in the Managing Domain 
were Actuating--perform; Planning--classify, and analyze; 
Organizing--systematize; and Controlling--regulate. 

While the ranking of the primary activities differed in 
some respects according to employee and supervisor responses, 
there was a high correlation between the standard scores for 
the Geoup  Oreprimarysactivitaes and for each, of their corres-— 


ponding groups of secondary activities. 
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Chapter 1 


Introduction and Discussion of the Problem 


Many young people enter the labor market without any 


formal education beyond a high school diploma. According to 


the current Occupational Outlook Handbook of the United 
States Department of Labor (1968-69, p. 245): 


The clerical occupation field is a major source of 
employment for young people. .. . More than half of 
all girls who go to work after completing high school 
Linde jobs inetherclernical and related occupations: 2 . .« 
For all but the most routine clerical positions, the 
Minimum educational requirement is usually graduation 
feomehaqneschoois ©. Sor Employmentvin®clerical*eccu= 
pations is expected to rise. .. . Employee turnover 
is especially high among clerical workers. 


Educational leaders are in general agreement that 
business courses and programs should be offered at the secon- 
dary level to facilitate job placement and to contribute to 
the general education of the student. Conant, in The Compre- 
Hensivesscnooi (1967, p. 62) states: 

To my mind, it is desirable for as many boys and girls 
in the high school as possible to have an ultimate voca- 
tional goal. It may well be that many of them will change 
their minds before the high school course is over or in 
latersvyearsverbutair aestudent@thinks@that®ewhat™ne™* oer sshe 
is studying in school is likely to have significance in 
later life, the study in question takes on a new impor- 
tance. There is less tendency for such “committed" 
students to waste their time or have a negative attitude 
toward their schoolwork. 

Business educators, as well, agree that vocational 


education has a vital role to play in developing in each 


youth a degree of saleable skills which he needs for entering 
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the world of work. 

In a poll conducted by Wanous (1968, p. 52), it was 
found that eighty-eight per cent of leaders in the business 
education field agreed that "the primary objective of business 
education should be job preparation or a combination of job 
preparation and general education." 

Cook and Brown (1968, p. 2) suggest that what should 
and should not be taught in the high school cannot be deter- 
mined in isolation from the real day-to-day world. They 
contend that vocational education is faced with the challenge 
of improving existing programs and of developing entirely new 
ones that will prepare people for gainful employment. Among 
the questions they pose are: 

1 What improvements are needed in existing programs? 
2 What new programs are needed? 

They propose that these questions can be answered 
adequately by obtaining reliable and valid data to aid in 
decision-making. 

The responsibility for preparing these young people 
for initial entry jobs is placed upon secondary school edu- 
cators. The Senior High School Handbook of the Department 
of Education, Province of Alberta (1969, p. 6), deseribes 
one of the general objectives of secondary education as 
follows: 

The school must help each Alberta youth to develop 

those understandings and attitudes that will make him an 


intelligent and productive participant in economic life, 
and assist him to develop saleable skills, or prepare 
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him for post-school vocational training. 
Statement of the Problem 


The purpose of the study was to determine the relative 
amounts of time which recent business education graduates 


spent performing various business and office activities. 
Significance of the Problem 


Educating for the business world requires that curri- 
culum builders and educators be aware of current office 
practices--of the kinds of activities which beginning office 
workers are expected to perform. 

The study attempted to discover what is expected of 
beginning office workers through an analysis of the operating, 
interacting, and managing activities in which recent graduates 
were involved. 

Students elect courses whicy they feel will fill their 
needs and interests, apart from the fact. that these students 
are preparing to fill the needs of business and industry. It 
is hoped that the results of the study may contribute some 


useful data for areas such as curriculum and. counselling. 
Methodology 


Collection of Data 
The instrument used to collect data for the. study 


contained the list of action verbs from NOBELS' (1968) A 


Taxonomy of Office Activities for Business and Office 
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4 
Education. The questionnaire contained a list of the twenty 
primary-division verbs and their corresponding twenty groups 
of secondary-division verbs from the Taxonomy. The verbs 
were referred to as activities in the study. The respondents, 
business education graduates and their immediate supervisors, 
indicated on a five-point scale the relative amounts of time 
spent on each of the primary activities and on each of the 


activities within secondary groups. 


Definition of Terms 

Primary activities. Throughout the study, primary 
activities refer to the primary-division verbs from NOBELS' 
Taxonomy. The Taxonomy classifies business and office activi- 
ties into three domains of twenty major groups. Thirteen 
primary-division verbs make up the Operating Domain, three 
primary-division verbs are contained within the Interacting 
Domain, and four primary-division verbs represent the 
Managing Domain. 

Secondary activities. For the purposes of the study, 
secondary activities refer to the secondary-division verbs 
from NOBELS' Taxonomy. These verbs are descriptive of twenty 
primary-division verbs and indicate distinctive ways in which 
the action of the respective primary-division verb might be 
carried out. 

Employees. The sample of secondary school graduates 
who participated in the study were referred to as employees. 

Supervisors. The immediate supervisors of the sample 


of secondary school graduates were referred to as supervisors 
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throughout the study. 


Population and Sample 


The population for the study was limited to seventy- 
three of the ninety-five business education graduates of 
June, 1967, and June, 1968, from St. Joseph Composite High 
School, Edmonton, Alberta, and their immediate supervisors. 

The graduates were those who had completed the senior 
office procedures option, Office Practice 30, and who were 
employed in office-type jobs. 

A random sample of thirty graduates and their immedi- 


ate supervisors participated in the study. 


Treatment of the Data 

Scale values (Torgerson, 1958, p. 71) were computed 
Dommecacin aculvity tor each GlLoup Of respondents. > The scale 
values were converted to standard scores which were used to 
compare the responses of the employees and their supervisors 
regarding the relative amounts of time spent on the primary 
activities and on the activities within each of the secon- 


dary groups. 


Assumptions 


It was assumed that office activities of recent gradu- 
ates, woulu*® be similar CO Orfice aCtivitaes, Or Graduates tO be 
*The mean of the weighted responses on a five-point 


scale yielded a scale value for each activity for each group 
of respondents. 
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6 
placed. It was further assumed that students enrolled in the 
office procedures option in their high school programs were 


preparing themselves for office positions. 
Limitations of the Study 


The limitations of this investigation include the 
following considerations: 

The employee sample was drawn from one comprehensive 
high school which enrolled more than one thousand students. 
The sample of employees held jobs ina large city at. the time 
of the survey. Data relating to the sample of immediate 
supervisors was not requested. 

The validity of the verbs in the Operating Domain was 
Gvalua te@ubyevJonese( 1969, pb. 56) for billing operations. She 
found "that the primary-division verbs of the Operating Domain 
do represent logical breakdowns of office tasks and that the 
secondary and related verbs are in general, adequate to 
describe a task." 

The reliability of the instrument was dependent upon 
the interpretations which the respondents made regarding the 


instructions and the definitions of.activities. 
intreductioen to the Text 


Chapter 2 contains a brief review of studies related 
to the activities of beginning office workers. 
Chapter 3 describes the Taxonomy upon which the study 


was based, the population and sample, the instrument, and 
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the procedures followed. 

Chapter 4 presents a profile of the employees who 
participated in the study and an analysis of the accumulated 
data regarding business and office activities. 

Chapter 5 presents the summary, conclusions, and 


recommendations. 
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Chapter 2 


Review of Related Literature 


Vocational education plays a vital role in developing 
the saleable skills which secondary school graduates require 
in order to enter the world of work. This chapter presents 
a survey of those investigations concerned with the activi- 
ties of beginning office employees. 

An extensive study, conducted by Charters and Whitley 
(1924), while not limited to beginning office workers, is 
included here. 

Charters and Whitley defined their problem in the 
following terms: First, to determine the duties performed by 
the secretary to businessmen and administrators; second, to 
determine the qualities which are conspicuously present in 
successful secretaries and conspicuously absent in unsucess- 
ful secretaries. They found that the median number of duties 
performed by an individual was about 130, and that there were 
87.duties, the frequency of which was: quite uniform in all 
occupational offices. In a frequency listing of 871 duties, 
forty-one of the first fifty involved typewriting. The 
frequency Justing ,o1, forty-five traits sranked»the iret cen 
as accuracy, responsibleness, dependability, intelligence, 
courtesy, initiative, judgment, tact, personal pleasantness, 
and personal appearance. 


Jones (1937, p. 89) compiled a list of skills and 
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knowledge demanded by business. The items are ranked in 
order of the frequency with which they were used on employ- 
ment tests by business firms. The specific jobs which 
required these skills were not listed. The frequency listing 
of the first twenty skilis and knowledges were: 


(a) Arithmetic skill 

(b) General intelligence 

(c) Alphabetizing 

(d) English fundamentals 

(e) Ability to follow directions 
(£) Typewriting skill 

(g) Ability to. spell 

(h) General business information 
(i) General information 

(j) Reasoning ability 

(k) Elementary bookkeeping 
(1)«sVecabularyioreword ability 
(m)« Social intelligence 

(nia sShorthandaskill 

(o) Copying figures 

(p) Judgment--making comparisons 
(q) Attention to small details 
(r)eeCorrectepunctuation 

(s) Memory of oral directions 
(t) Letter writing 


Tné@eatses Touts survey;tHannebrink? 41941;,epen23) 
reporting on the employment of office machine operators, 
found that typewriters were used more than any other item of 
equipment. Other machines ranked in the following order: 
dictating* andstranscribing units; adding, calculating, book- 
keeping, and duplicating machines. 

Potter (1944, p. 29) studied five New York. firms. to 
determine what clerical workers did and how their working 
time was distributed. Typing and filing ranked first. in 
importance. She noted that in machine calculation, more re 
was devoted to addition than to all other operations combined. 


Reed. (1956, p. 223) examined information that would 
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10 
enable business students, business teachers, school adminis- 
trators, and businessmen in Oklahoma City to understand better 
the circumstances surrounding the employment of beginning 
office workers. Data were derived from the opinions of 233 
office managers who supervised the work activities of 8,546 
office workers employed in 54 different kinds of business 
enterprises. Conclusions were: 


(a) relatively few opportunities existed for the indivi- 
dual who had not finished high school; 


(b) beginning employees generally encountered difficulty 
in initiating, organizing, and executing efficiently 
the office tasks assigned to them; 


(c) beginning typists and stenographers were frequently 
deficient In’ the abidity~toe-perform efficiently the 
tasks which are basic to their occupational classi- 
fications; 


(d) accuracy was the single personal trait in which 
beginning office workers were most frequently 
deficient; 

(e) office employees performed a wide variety of specific 
duties which frequently extended well beyond the 
descriptions of the duties for which they were 
initially employed; 

(f) the greatest difficulty was obtaining qualified 
workers for secretarial and accounting positions; 
and 

(g) almost all office employees were required to utilize 
one or more office machines in addition to the 
typewriter. (Reed, 1956, p. 223) 

A study similar to that of Reed's was conducted by 
Weeks, (1962, p. 75) in the Syracuse Metropolitan Area. His 
investigation involved surveying 234 business firms that 
employed 5,681 employees in 14 beginning office classifica- 


tions. He found that, because of turnover and increased 


demand, employment opportunities appeared excellent. A basic 
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qualification for employment was high school graduation. Of 
the characteristics and traits studied, integrity was of 
first importance. Regarding knowledges, skills, and abilities, 
the ability to follow directions ranked first. Machines most 
frequently used, other than typewriters, were adding and 
calculating machines. Weeks also found that a majority of 
businessmen felt that skill training should be provided by 
secondary schools. 

Berry (1964, p. 338) conducted a study concerning the 
training for general office assignments. She found that four 
areas of office activities were common to all general office 
jobs. Theseswere? communicating orally, filing; recording 
and verifying, and typewriting. The requirement for initial 
employment was high school graduation. With the exception 
of machine transcribing and the operation of the key punch 
machine and the typewriter, the office executives, in general, 
indicated that all activities within the areas of general 
office assignments may be learned wholly during employment. 
Berry concluded that by building the ability to assimilate 
and use effectively the knowledges, skills, and abilities 
previously learned; by teaching the principles, practices, 
and procedures of business organization and office manage- 
ment; and by teaching the fundamental concepts of data pro- 
cessing and those technical aspects which reveal the func- 
tions of automated equipment, the office practice course 
could be justified on the secondary school level. 


Braden (1964, p. 206) investigated the effects ef: high 
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¥2 
school vocational training upon subsequent beginning career 
patterns. He found that there was a statistically signifi- 
cant difference in the labor-market behavior after graduation 
of 126 graduates when divided into four groups according to 
the number of vocational office courses taken in high school. 
Those with more vocational office training felt prepared for 
work, obtained high-level entering and ending jobs, and were 
identified as having experienced stable beginning career 
patterns. They were able to avoid dead-end and unstable 
beginning career patterns characteristic of the graduates 
with less vocational office training. 

An analysis of beginning jobs of business education 
high school graduates was the basis of a study made by the 
members of the Alpha Lambda Chapter of Delta Pi Epsilon of 
Michigan State University, chaired by Cloyd (1964, p. 66). 
Job classifications, variety of typewriting assignments, 
shorthand usage, variety of office machines used, kinds of 
bookkeeping operations performed, and office clerical tasks 
were tabulated with relative frequencies. The use of the 
typewriter and office machines, and clerical office tasks 
appeared as predominant duties for these beginning workers. 
In addition to the typewriter, the adding machine was the 
most frequently used office machine. Telephone usage and 
mail handling appeared as frequent office duties. Many book- 
keeping operations were performed by office clerks. 

Noodel (1967, p. 164) studied the adequacy of high 


school office practice instruction. Results of the Nebraska 
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survey of businessmen indicated a need for an office practice 
course to include preparation in a wide variety of office 
machines, up-to-date training in office procedures and systems 
instruction in automation, and emphasis in the area of human 
relations. Businessmen also wanted employees who had mastered 
the basic skills and who were competent as typists. Very few 
offered any formal on-the-job training of employees and most 
expected the secondary schools to continue to strengthen their 
programs. 

Pender (1967, p. 209) investigated the administrative 
and professional responsibilities of secondary school secre- 
tarial program graduates in relation to size and type of 
employing company. He found that greater responsibilities 
and more complex duties were assigned to employees in smailer 
companies and in the professional organizations. Based on 
the results of this investigation, the following items of 
course content were recommended for inclusion in the secon- 
dary school secretarial curriculum: a high degree of empha- 
sis on speed building in typewriting; a large number of 
exercises typewriting numbers; extensive practice in compos- 
ing at the typewriter; a course or course sequence in Human 
Relations or planned integration of human relations princi- 
ples throughout the entire secretarial curriculum; special 
emphasis on the operation of the adding machine and photo- 
copy machines; and a course in Office Etiquette to assist 
the student in developing ease and finese in dealing with 


customers personally and in telephone conversations. 
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A study by Malsbary (1968, p. 401) of beginning office 
workers identified a number of knowledges, skills, and under- 
Standings through the application of the factor analysis 
technique. Among the 27 factors were: typewriting, bank 
services, filing, computations, customer accounting, telephone, 
and business language. Malsbary found that within the five 
office job family categories (bookkeeping and computational, 
clerical, machine operation, customer contact, and steno- 
graphic and secretarial), there were certain skills, know- 
ledges, and understandings, that appeared to be dominant in 
all job families. Three of these were: (a) how to write 
numbers legibly; (b) how to spell correctly; and (c) how to 
do basic arithmetic. He aiso found that the top three tasks 
of beginning office workers, when weighted by frequency and 
time spent doing the tasks, were: (a) completing blank forms, 
(b) filing, and (c) typing letters and reports from rough 
drafts. Two personal characteristics cited by the beginning 
office workers as being important to success on the job were: 
(a) accuracy in work, and (b) a sense of responsibility. 
Malsbary found that the main strengths of beginning office 
workers, as seen by their supervisors, were the following: 
(a) general typing ability; (b) ability to operate office 
machines; (c) ability to interact with people, (d) speed of 
learning; (e) pleasing personality; (f£) general knowledge of 
business terms and concepts; and (g) general knowledge of 
mathematics. 


Loverny (1968, p. 30) investigated. the. factors 
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15 
affecting the employment of beginning office workers in 
Atlanta, Georgia. Three questionnaires were used to deter- 
mine employment factors with reference to job opportunities 
and education requirements; employment procedures and prac- 
tices; general knowledges, skills, and abilities; character- 
istics and traits; promotional opportunities; proficiencies 
and deficiencies noted among beginning workers; and duties 
most frequently performed. The three groups surveyed were 
office managers, beginning workers, and experienced workers. 
In twenty-one job classifications, demand for office workers 
was expected to remain the same for all classifications 
except typists (juniors), stenographers (juniors), key punch 
operators, and general clerks (senior), where the demand was 
expected to increase. "Follow directions" and "concentrate 
on work" were two knowledges considered essential for begin- 
ning workers. Deficiency was noted among beginning workers 
in these knowledges: (a) concentrate on work, (b) spell 
accurately, and (c) follow directions. 

Recent research studies involved three new approaches 
in providing subject matter for vocational business and 
office education. (Bangs, 1968, p. 397) 

The first approach concerned a research project con- 
ducted by Fred Cook, Wayne State University, Detroit, 
Michigan, and funded by the U.S. Office of Education. The 
project was designed to update the Charters and Whitley 
study. The approach was to get at what is required of a 


secretary by studying the duties, responsibilities, and 
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characteristics as they are perceived by three different 


groups--the secretary's peers, the immediate supervisors, and 


by the secretary herself. Significant findings were: 


(a) 


(b) 


(c) 


(d) 


(e) 


(f) 


(g) 


(h) 


(a) 


Most successful secretaries had only one year of 
shorthand; 


Those secretaries who had one year or less of high 
school typewriting were as successful as those who 
had as much as three years; 


Typing speed and accuracy was not a significant 
factor in the success of the secretaries; 


Those who had taken bookkeeping in high school were 
no more successful than those who had not taken it; 


There was no relationship between success and the 
training received in office machines; 


There was a negative relationship between typing 
Speed and secretarial success; 


There was no significant relationship between job 
satisfaction and secretarial success; 


Married secretaries were more successful than 
unmarried secretaries; 


Neither social class nor ethnic background had a 
significant effect on secretarial success. (Cook 
& Lanham, 1968, p. 5) 


The second approach concerned educating for a computer- 


ized world. This study was conducted by Hellestad and Bangs, 


and concerns the implications of data processing for educa- 


tional institutions. Some ideas which emerged from the 


information collected were: employees in data processing 


for business do not need an extensive background in mathema- 


tics, and employees in data processing for business must 


understand systems. 


A third new approach in providing subject matter for 


vocational business and office education was a project under 


Bi 
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the investigation of Frank Lanham, University of Michigan, 
Ann Arbor, entitled NOBELS (New Office and Business Education 
Learnings System). Phase I involved a feasibility study 
aimed at determining the practicability of developing, 
through a systems-oriented learning procedure, a new business 
and office education curriculum. An important basic step 
has been the development, directed by Huffman, of NOBELS' 
(1968, 163 pages) A Taxonomy of Office Activities for 
Business and Office Education. 

In Octeber,. 1968, the U.S. Office of Education 
announced the funding of NOBELS, Phase II. The purpose is 
to develop a comprehensive and timely set of performance 
goals for business and office education which can be endorsed 


by the profession. 
Summary 


The literature which was reviewed centered mainly on 
the activities of beginning office workers. Some of the 
studies included findings on prerequisites for office jobs, 
and traits, as well as on skills and knowledges. 

Graduation from secondary school and the ability to 
type were generally the minimum prerequisites for office 
employment. All of the studies indicated, though, that 
office workers are expected to perform a wide variety of 
tasks, including the operation of other machines than the 
typewriter. It was noted that beginning office workers 


lacked the ability to initiate, organize, and‘: execute 
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18 
efficiently the tasks which were assigned to them. 

The need for accuracy was stressed in several studies. 
Accurate written communications and arithmetic calculations 
were mentioned specifically. 

Filing activities and other clerical office tasks 
appeared as frequent duties in all offices. Employees were 
expected to understand general business terms and concepts, 
and to have the ability to make judgments. 

In the area of human relations, the ability to interact 
with people or to communicate orally was stressed as a neces- 
sity for office workers. One study suggested a course at the 
secondary school level in social intelligence or etiquette. 

Generally, the studies were concerned with activities 
relating to the operating, interacting, and task managing 


areas of office work. 
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Chapter 3 
Methodology 


The study was designed to determine the relative 
amounts of time which recent business education graduates 
spent performing various business and office activities. 

The list of action verbs from NOBELS' (1968) A Taxonomy of 
Office Activities for Business and Office Education was used 


to collect data for the study. 
Taxonomy of Office Activities 


The development of the Taxonomy of Office Activities 
for Business and Office Education was the final step in the 
Planning and Feasibility Study for the NOBELS' (New Office 
and Business Education Learnings System) Project at the 
Center for Vocational and Technical Education, Ohio State 
University. It was developed to provide: 

(a) systematic guidance for the observation and 
analysis of office activities; 

(b) a common language for describing office 
activities; 

(c) a basis for consolidating data from. many 


locations and occupations; 
(d) data for writing performance goals. (1968, p. v) 


Developmental Procedures 


The development of the Taxonomy began with a review 
of secondary sources of information about office activities. 


The data collected through this review were used to develop 
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20 
and revise several trial taxonomies. These trial versions 
and their conceptual bases were further developed and 
reviewed with assistance from a number of consultants and 
advisors who suggested several taxonomies and strategies 
and offered position papers on significant, relevant issues. 
The Taxonomy which emerged from this process of trial and 
revision then was tested by using it to describe office 
activities observed in visits to several business firms. 
Finally, several juries reviewed the Taxonomy and the present 


version was prepared. 


Structure of the Taxonomy 


The Taxonomy was developed within a framework of action 
verbs to provide both an action and a constant’ base for 
describing office tasks and activities. Approximately 2,000 
verbs were studied to uncover sets or groups. After inten- 
sive study. and analysis, thirteen verbs were selected because 
of their importance to the processing of data and were 
designated as primary divisions of a domain labeled 
"Operating." Two mere domains, "Interacting" with three 
primary divisions, and "Managing" with four primary divisions, 
were also established. 

After the three domains and the primary divisions of 
each of the domains had been determined, secondary divisions 
were established for each of the primary divisions to indicate 
distinctive ways in which the action of the primary verb 
might. be carried out. When several verbs were so closely 


related that,.-for educational purposes, it seemed unnecessary 
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Zi 
to create another division, the verb most appropriate for 
describing office work was selected as the secondary- 
division verb. The closely related verbs were put in 
parentheses beside the secondary-division verb. 

Fach of the three domains, then, includes primary and 
secondary-division verbs. The overall structure of the 
Taxonomy takes the form shown below (NOBELS, p. 16): 


(a) 
I - OPERATING DOMAIN 


(b) (c) (d) 
1.0 ARRANGE: putting inte an order or system 


(e) (f) (g) 
1.01. collate (integrate, merge) 


(h) 
to put together in a predetermined order 


(1) 
Given multiple copies of pages for a report, 
the worker collates them. 


KEY: 


(a) Domain 

(b) Primary-Division Number 

(c) Primary-Division Verb 

(d) Primary-Division Verb Definition 

(e) Secondary-Division Number 

(f) Secondary-Division Verb 

(g) Related Verbs (Secondary Division) 

(h) Secondary-Division Verb Definition 

(i) Secondary-Division Verb Task Example 

(3) Provision for adding Secondary Division Verbs 


Taxonomy Definitions (NOBELS' p. 145) 
Activity. An activity is a group of tasks occurring 


in close proximity that have a.common purpose. 
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Domain. A domain is one of the three sections 
(Operating, Interacting, and Managing) in the Taxonomy of 
Office Activities within which action verbs may be grouped. 

Interacting Domain. The interacting domain includes 
the categories of verbs which describe the interpersonal 
relationships involved in the performance of office tasks. 

Managing Domain. The managing domain includes the 
categories of verbs which describe the administering activi- 
ties in which office workers are involved. 

Operating Domain. The operating domain includes 
categories of verbs which describe the operations involved 
in the processing of data. 

Primary-Division Verbs. Primary-division verbs are 
those verbs which constitute the divisions of each of the 
three domains. 

Related Verbs, Related verbs are those verbs which 
have approximately the same meaning as the secondary-division 
verbs. Related verbs are listed in parentheses beside the 
secondary-division verbs. 

Secondary-Division Verbs. Secondary-division verbs 
are those verbs which are listed under each of the primary- 
division verbs. 

Taxonomy. A taxonomy is an orderly classification 


system that provides for an identification of relationships. 
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Population and Sample 


The School Setting 

St. Joseph Composite High School is a medium-sized 
urban high school that offers a wide range of general, 
matriculation, vocational and technical programs. In June 
1968, the population of the school was 1,167, of which 424 


were. in Grade: XII 


Population 

Half of the population for this study was taken from 
the group of business education graduates from St. Joseph 
Composite High School, Edmonton, Alberta, who had completed 
Office Practice 30 in June, 1967 and.June, 1968. After 
contacting the ninety-five graduates by telephone and through 
the mail, it was learned that seventh-three were working in 
office-type jobs, eight were married and staying at home, and 
fourteen were in jobs which did not include business and 
effice activities. 

The population for the study, then, included the 
seventy-three graduates who held office-type jobs and their 


respective immediate supervisors. 


Sample 


A sample of thirty, randomly selected from the seventy- 
three business education graduates, and their immediate 


supervisors constituted the sample for the study. 


Es 


aiqme: hos adit eLangod 





bas te-mucbem sek Loose to2H seiegbaqacD ngeaGh 428 : 
,/ S19n9— 10 spasa sbiw 6 ei6%2O i643 lootes Mitd nsawe = 
- 


Ae 
envl al .emaiporq Isotnrvet Bas Istelyscoy , shes Bo lagae 


xg 


#S$S dolisdw do ,vel,Jt esw foodoa erie to nol selagqog gaz baed : 
-ILX 96570 ot siaew 7 


£942 Slugod : 

now> aedes asw ybuste alas wot neitetugeg sié¢ Jo Bien . 
iqseol .2R Mesa astaybete noitsenubs aesnieed. te quonp edt 

yersigmes hel odw ,s2:e0f4 , soanamba .,foats® pak 53 Leoqmad 

teFiA -B800l ,onvl Bos SdRl ,east ai 06 setgasaee eoeete . 

fipveads Bas sacrigeiss yA gstaubsxp ovit-yisnin oft pitdosaneo 
tT pntsttew otew seidij-irosvse Jatt bearss! esw Se item erg 

ons ,omoi 25 paiyete bos baitiem eyew Giels jeder Ssqv?-ssctie ‘ 

16 a@egiaud sfhuiors son bib dotdiw edoc ni eisw asezago? 7 

-28i%7lvisos so8Rte ; a 

eit Gebuloat ,aeds .vbuste’ eA> t6% nomalngeg sap. i 7 


tledt bus edo sqyr-s0itt0o bles odw esleubssp setda-ydneves 
eteeLvxsabe Sisihom svésosqeox 7 


Se set eten tas cialis veils 26 gn 


meet alata 


7 5 tae oe 





24 


The Instrument 


A questionnaire comprised of two parts was used to 
collect data for the study. Part 1 regarding personal data 
was completed only by the graduates from the sample. The 
information was requested in order to present a profile of 
the employees who participated in the study, and to indicate 
the kinds of positions which they filled. 

Part 2 of the questionnaire contained a list of the 
twenty primary-division verbs and the twenty groups of their 
related secondary-division verbs from the Taxonomy. Respon- 
dents were asked to check each item in each group, one group 
at a time, on a five-point scale, to denote the relative 
amount of time spent performing each activity. This part of 
the questionnaire was completed by the employees and by their 
immediate supervisors, both groups describing the duties of 
the employees. 

To assist the respondents, and to insure uniformity 
in the administration of the instrument, decks of cards 
containing definitions of all verbs were provided. Respon- 
dents were asked to sort, the cards for each’ group. of activi- 
ties, one group at-a time, into five pesitions. Position .5 
represented the most time and Position 1 represented the 
least time or no time spent on an activity. Upon completion 
of the sorting, respondents were requested to record their 
results on the questionnaire. 

A copy of the personal-data form, the letter to 


supervisors, the guide sheet, the questionnaire, and the 
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2S 
definitions of activities, may be found in Appendices A, B, 
C, D, and E respectively. 

A pilot run was conducted using an instrument similar 
to the questionnaire. Four employees not belonging to the 
population used in the study were asked to indicate the time 
spent on each activity by circling the letters R for rarely, 

S for sometimes, F for frequently, G for generally, and A for 
almost always. They expressed the views that the questionnaire 
was difficult to complete and that it took a considerable 
length of time to complete. The present form of the question- 
naire was devised in an effort to overcome these two problems. 
When the present form was used by another four office workers, 
no problems were encountered and the time to complete the 


questionnaire was considerably reduced. 


The Procedure 


A letter and a questionnaire, together with a deck of 
cards containing the definitions of verbs or activities were 
presented to each subject of the sample--the office employees 
and their immediate supervisors--for completion. 

Responses from the sample of thirty employees and the 
thirty supervisors were tabulated separately. A total count 
was made of the responses for each of the five points on the 
scale for each activity. From these results, a scale value 
was computed for each activity for employee responses and 
for each activity for supervisor responses. These scale 


values were converted to standard scores or z scores. 
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26 
Pearson's product moment correlation coefficients were com- 
puted from the standard scores of employee and of supervisor 
responses for the group of primary activities and for each 
of the twenty groups of secondary activities. 
Chapter 4 of the study presents the accumulated data 
and the statistical results of comparing employee and super- 


visor responses. 





Chapter 4 


Presentation of Data 


The survey was conducted to determine the relative 
amounts of time which recent business education graduates 
spent performing various business and office activities. 

Thirty employees for the study were randomly selected 
from business education graduates who had completed Office 
Practice 30 in June, 1967 and in June, 1968 at St. Joseph 
Composite High School, Edmonton, Alberta. Their immediate 


supervisors also participated in the project. 


Profile of Employees 


The sample of employees included thirteen girls and 
one boy from the forty-two Office Practice 30 students who 
graduated in June, 1967, and sixteen girls from the fifty- 
three students who graduated in June, 1968. The average age 
of the employees was twenty years. Seven girls of the thirty 
were married. 

Initial employment was obtained in a variety of ways. 
Three found jobs through a relative, five through a teacher, 
and seven through a friend. Canada Manpower placed five, 
newspaper advertisements resulted in employment for four, 
and the remaining six took the initiative to make direct 
applications. 


The gross starting salaries and present (July, 1969) 
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Salaries for the thirty employees are shown in Table l. 


TABLE 1 


Gross Monthly Salaries of Employees 


Emp Lloyees Starting Present* 
1967 Graduates See Shee bus 
1968 Graduates S240. i283. 
Composite Average SPSS 9299. 
1 ee O69 


These thirty employees held a total of forty-eight 


jobs with an average duration of ten months over the period 


fromagunes so, 1967 to June’ 30,,19690. Each, of the following 


reasons for leaving jobs was given once: 


(a) 
(b) 
(c) 
(da) 
(e) 
(£) 
(g) 


(h) 
(i) 
EP 
(kK) 
(1) 
(m) 
(n) 
(Oo) 


a temporary position 

boredom 

conflict with supervisor 

did not like the work 

losing typing speed 

shorthand not being used 

no consideration for promotion into another 
department 

not enough challenge 

not the kind of work desired 
pregnant 

salary too low 

too routine 

wanted something more interesting 
wanted to improve my position 
wanted to travel. 


Figure 1 presents the types of organizations for which 


these employees worked, and the job titles they possessed at 


the time of the survey. Fourteen of the employees worked in 


business organizations, eight were employed by government, 


soaset 
: 





ul if wt 






Employee Jobs 








Type of Organization 


General Business 
advertising 
bank 


broker 
COneEbactor 


insurance 
oil company 


refrigeration equipment 
service station equipment 
Exustcecompany 

UEDA LY 


Government 

Cutty 
power 

provincial 
education 
health 
industry and tourism 
Piquo~y concron 


telephones 
Workmen's Compensation 


Institutional 
University of Alberta-- 
services 


Professional 
associations 
barristers and solicitors 


ebhinicat laboratory 
physicians and surgeons 


Jobe litle 


typist 

audit clerk 

teller, clerk typist 
order desk clerk 

billing machine operator 
clerk typist, bookkeeper 
receptionist 
correspondence typist 
keypunch operator 
verifier operator 
keypunch operator 
bookkeeping machine operator 
teller 

billing clerk 


receptionist 


clerk 

RUMTOneClerk. typist 
clerk typist 

clerk stenographer 
clerk typist 

senior clerk 
keypunch operator 


computer operator 


Secretary 

file clerk 

receptionist 

secretary 

stenographer 

laboratory receptionist 
clerk typist 


ae ean 


Fig. 1. N = 30 
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30 
while another eight, found jobs in institutional or profes- 


sional organizations. 


Comparison of Employee and Supervisor Responses 


To review, the questionnaire used in the survey con- 
tained one group of twenty primary activities and twenty 
groups of secondary activities. Each group of secondary 
activities indicated distinctive ways in which its corres- 
ponding primary activity might be carried out. Respondents 
checked each item in each group of activities, one group at 
a time, on a five-point scale, to denote relative amounts of 
employee time spent performing an activity. 

Responses for the employees and supervisors were 
tabulated separately. Scale values for each activity for 
each group of respondents were calculated. The scale values 
were converted to standard scores. Means of the scale values 


for the three domains were also computed. 


Primary ACELVLties 


Three domains--operating, interacting, and managing-- 
comprise the primary activities. The mean. standard score 
for employee responses in the Interacting Domain was -.06, 
while the mean standard score for supervisors was +.35. No 
difference existed between the means for employees and super- 
visors in the other two domains. An analysis of the three 
primary activities within the Interacting Domain revealed 
that supervisors tended to rate assisting activities higher 


than did employees in terms of relative amounts of time. 
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Standard scores for the primary activities for employee 
and supervisor responses are illustrated in Figure 2. Mean 
Standard scores for employee and supervisor responses for 


each of the three domains are shown in Table 2. 
TABLE 2 


Mean Standard Scores of Three Domains 


Employee and Supervisor Responses 








Domain Employees Supervisors 
Operating oP oe) +209 
Interacting -.06 eres 
Managing = TA) en Ths 


Although the mean of the three activities within the 
primary category of the Interacting Domain differed for 
employees and supervisors, there was a very high correlation 
between their responses for all three groups of secondary 
activities as illustrated in Table 3. 

Another point of difference in the responses of 
employees and supervisors occurred within the primary cate- 
gory of the Operating Domain. Employee scores were higher 
than supervisor scores for manipulating operations. Again, 


a very high correlation was evident in the responses relating 


to manipulations in this group of secondary activities. 


Secondary ActivitLes 


Pearson's product moment correlation coefficients were 


computed for the group of primary activities and for each 
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TABLE 3 
Rank, Standard Score, and Correlation 
Employee and Supervisor Responses 


for Primary and Secondary Activities 


ee Senployeeseeee [7 Wsupervisers) |) 
Domain Standard Standard 
; Rank score Rank SCOre 
Operating 
*Recording 1/1** T2226 1/i** +2.41 
copy il Plier 2 a Tile 60 
duplicate 2 1.06 22 +0872 
write 3 +0.94 25 TOCe 2 
register 4 =OwlZ 4 +0.24 
post 5) =) 247 5 —QO.24 
transcribe 6 =i 9 6 =0 5.86 
tape if =e le 8 itl i 5) 
ehart 8 le 29 7 = 708 
*Arranging 2/2** +1.40 2.07 3** Tie 2d 
sort uf F118 iS as hp! aed 
compile 2 +0.38 135 oe 
collate 5 =0<59 4.5 algae ct 
rank 4 =0588 4.5 =U 52) 
batch 5 coos! lee} 3 =O: 55 
*Verifying 4/4** +0.88 PDAS ASE +A 
proofread 1 42) i ga eg a 
check 2 +0.94 Z +Okw 6 
reconcile 3} = Ono 4 =(0)0s 
validate 4 =0594 8 =0¢ oul 
aud ct 5 = eo 5 =e ad 
*Transmitting A/4x* +0.88 4/5%** PaevO3 
forward Le5 ee 2 1 +i. 
switch al 25) elie 4”. a5) +O. LS 
circulate 5 +0.98 6.4/9 +053 
dispatch 4.5 -Onw 3 3 +1423 
distribute 4.5 +0573 4 +O0.oc 
deliver 655 +0.49 2 +1.40 
submit 6.5 +0.49 8 0 
remit 8 +0.24 LO2.5 =0, 395 
dispense 945 -0.24 9 ib) 5 lige: 
send So) -0.24 O55 FUG 
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TABLE 3 (continued) 


| Employees Sigs Supervisors 


Domain Standard | Standard 
Rank eeOre |. _Rank Score ¥ 
route ile S =0.49 5 +0435 
publicize AA WS) =0.49 14.5 200 
charge out 13 sl a 12 =62.70 
lend 14 ly fl 1s = 40 
display 15 Au) 14.5 = soo 
*Manipulating A/a*s SO erateie) LO7 L230 =O45Z 
stamp ‘i F2e14 al T2200 
feed 2 Teas 4 so es | 
numbering S mh aie 3 a FESS 
punch A.5 +L 07 3 lve 0) 
fasten 4.5 a 207 9 +0507 
pull Gro Ooo 9 Oro J 
Pax Git5 +O og V2.5 +O soo 
stuff 9 +0.54 ii +035 
load 9 +0254 14 0 
erase 9g +0.54 16 =0553 
pack ape t +0216 S) TO 67 
open ere) 0 12.5 #0433 [1-68 
wrap 25 0 16 =0.53 
seal 114 =). £8 525 a OO 
£6¥d L525 =O256 Li +0350 
cut uo ..5 =0706 20.5 =Q.83 
thread 18 -0.71 | 16 =).255 
clean 18 =0)5 ils IMGs Bis) =067 
ink 18 =O 272 2055 =0295 
lock 20 —Omog ayes) = 010 
laminate 2a =e 7 23 ee ae 
sharpen Dies) ieee 5 tiie) 68) = Oma 
splice 2235 =e 5 24 =1S5 
brush 24 =i .43 22 =a) 
scrape (25 ee ZO eo 
*Storing 16 /7** +0.35 6 /B** 0 
file i +1.64 ui emily eee) 
reserve Z alle oS) 3 = 0) 5 LS) 
deposit 3 =Usen6 2 Ue S |[b295 
protect 4 =i O16 4 -0.92 
stock 5 S15 2 =1,08 
* Indexing 17 / 8% * 0 5 /7** +0.17 
label uh 1266 dl, TW 59 
cross-reference 2 Oise / 3 0 295 
code 5 HO) ik 9 2 +0.68 
encode 4 =) 2.010 4 =) erOS 
decode 5 eh SS 5 ch She 
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Domain 


“Col leching 


search 
gather 
order 
obtain 
scan 
select 
preview 
retrieve 
borrow 


*Modifying 


correct 
revise 
perfect 
convert 
adapt 
decrease 
transpose 
increase 
restore 
qualify 
temper 


*Composing 


write 

edit 
document 
outline 
design 
dnait 
annotate 
summarize 
paraphrase 


*Comparing 


match 
associate 
distinguish 


TABLE 3 


(continued) 


[Employees | ______ Supervisors | 


Standard 
| Rank Score 
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TABLE 3 (continued) 
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TABLE 3 (continued) 
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TABLE 3 (continued) 
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40 
group of secondary activities based on employee and super- 


visor responses. The results are shown in Table 3. 
Analysis of Employee Activities 


Findings resulting from the survey are presented 
under the headings of the three domains of activities-- 
operating, interacting, and managing--using the primary 


activities within each domain as sub-headings. 


Operating Domain 

The operating domain includes categories of activities 
which describe the operations involved in the processing of 
data. 

Recording. Placing data or information on paper, 
film, tape, or other media. Employees and supervisors ranked 
this primary activity first of the twenty in terms of employee 
time. Of the eight secondary activities listed in this cate- 
gory, the following, in rank order, occupied the most time: 


1. copy (facsimile, keypunch, microfilm, photograph, 
typewrite, trace) * 


2. weites(handprintypihandwrite; initial, inscribe, 
mark, mark sense, sign, take dictation) 


3. duplicate (print, reproduce) 

4. register (book, enter, log) 

5. post (credit, debit, journalize) 
6. transcribe (translate) 


Arranging. Putting into an order or system. Employees 


*Related activities are shown in parentheses. 
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Al 
and supervisors ranked arranging activities in second place 
of the twenty primary activities. The secondary activities 
within this category which ranked high in respect to employee 
time, of the five listed, were: 

1. sort (separate) 

2. compile (assemble, combine, consolidate) 

Verifying. Determining the accuracy or inaccuracy of 
data. Activities of this primary classification also ranked 
high by both employees and supervisors. Of the five secon- 
dary activities, most time was spent on: 

IT. proofread: to read and, mark corrections 

2-8 Gheck:— to inspect. for satisfactory condition 

Transmitting. Giving out or sending out. Both groups 
of respondents ranked this category of activities in fourth 
place within the Operating Domain. Of the fifteen secondary 
activities, those occupying the most time were: 

l. forward (pass on) 

2. deliver (bear, carry, hand over, move, transport) 

3. dispatch: to send with promptness 

4. distribute (disperse, disseminate) 

5. route (channel) 

Manipulating. Performing simple manual or mechanical 
operations. Employees ranked this primary activity higher 
than did supervisors although the ranking of the twenty-five 
secondary activities within the category was very similar. 
These tasks occupied the most time according to both groups 


of respondents: 
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1. stamp: to record with a stamping device 
2. feed: to move into a machine or opening 
3. numbering: to assign a number to 


4. punch (perforate) 

Storing. Setting aside for future use. Both groups 
ranked storing in sixth place within the Operating Domain. 
The secondary activity in this category which occupied by far 
the most time, according to both groups of respondents, was: 


1. file: to arrange systematically for the purpose 
of preservation and reference 


Indexing. Determining and indicating categories to 
which materials may be assigned. Of the five secondary 
activities within this category, those which occupied the 
most time, according to both groups of respondents, were: 


1. label: to place suitable marks or tape to items 
to identify contents 


2. cross-reference: to prepare a means for referring 
to a document by a subject name, or number, other 
than that which the document is filed 


3 emicede {i ¥to aindicatelby ‘symboles on workswthe ycate— 
gory to which materials have been assigned 


Collecting. Creating and developing written infor- 
mation. Supervisors indicated that more time was spent on 
the primary category of compsoing than did the employees. 
Both groups, however, agreed that these secondary activities, 
GOeetnennine;mrankedssirse: 

1. edit (revise, rewrite) 

2. document (support) 


3. .coutline: sto prepare a point by point list of the 
DELiclpamparcs Or Leacures 






sb i 
aa iveb vit qmese 5 tidlw ‘bkooes oo sqmase te oh 
Paiseqo to sttdren & otht evan os shesthik, ean 
es isdma 6 apless cop s:enitedmain SLO 
(a3aY%otusq) fdomeg s6) se : 
aque te fach@ .Bab steterl 202 Ssbiles paigacs « Ps zoFB 

miciwod pirtsosqd sdz atrigsw.sopiq meuie at onbwede Badiet t 

tel yd betaquev doindw yuopetas eff_ig oc ytivises yasbaooses sit 

*BEW ,eineSingz¢eat ic aqgudxzp neod of poribtosgse (ene Sama 


secoqivg sit 20ot vileoitemsdeve abrsiegs oan  sefhe oe 
isisies Sas Acids vseasxg Fo 


OF 251109780 Poiteseor by bre oorminissed - posesbal . 
yishdossa svt sft tO .Kenrpidas sd Yen eleiwesaen dotdw 
sis bsetaquos0 dotdw seod+ .Vaiopsiso efd> atnsoe eeisivigos 
‘Si6w ,e7nabnogees to equouw dAtod oF pAaregesos Jeemks Seam ; 
: 
va s9Big oF shedel .t 
2inesnios. Yliasht og 


f 
fant isaiivnt TO ,9fS50 Jasfadve & vd Jasemesee 6 od 


103 @AS3T £ Ssiédeavd od ‘a> e%siext-sectd «f : / 
2i 20SsmiSsob Sng folcw zed? neds ; 


“@765o dj zi10v 10 eslodmye vd etsetbat of ‘sehen LE - 
be 16 evel’ sls. tetem dotdw oF yap 


“toint metiiow pa.gqolevsh ins pase sexD - bots soiled ; 
NO 3fsqe 2sw eats siom geeko bedsotbay 2 198lviegue .aoelssm 
-29syolqms od? bih asds poideenes to Laie ame mee odd i 


s@ettividos yxsbaoods sests ost) Pasups tetewort fs 
p ov 





43 
Comparing. Examining in order to determine similari- 
ties and differences. Supervisors ranked this primary 
activity higher than did employees with respect to time. 
Both groups of respondents agreed that the following secon- 
danyeactiva tViOLrecives, ranked first: 


ee eMatem-= = tOepuUL together according to equal or 
harmonious attributes 


Modifying. Making changes. Supervisors indicated 
thacpiless itimeawasespentson this (primaryeactivity than did 
employees. Both groups were in agreement on the ranking of 
the secondary activities. These were ranked highest of the 
eleven tasks: 

bys correct (debug, rectify, remedy, repair, right) 


2. revise (amend, improve, rearrange, revamp, 
streamline, update) 


3. perfect (polish, refine) 

Calculating. Computing new data from present data by 
some mathematical process or combination of processes. Rela- 
tive to comparative amounts of time spent on the twenty 
primary categories of activities, supervisors ranked calcu- 
lating activities at the bottom of the scale. Employees 
ranked the category in seventeenth place. Of the eighteen 
secondary activities, these occupied the most time: 

ie vOta Ls GL GOt sum) 

2. count (enumerate) 


3. compute: to reach a solution by the use of 
arithmetical processes 


Purging. Destroying or eliminating. Employees ranked 


purging activities at the bottom of the scale of primary 
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44 
activities with respect to time, while supervisors ranked it 
in sixteenth place. The secondary activity of the group of 
Six which occupied the most time was: 


1. weed (clean, clear, screen) 


Interacting Domain 

The Interacting Domain includes the categories of 
activities which describe the interpersonal relationships 
involved in the performance of office tasks. 

Communicating. Oral means of requesting, giving, 
receiving, Or discussing» intormation. “The, primary activity 
of communicating ranked sixth of the twenty by both employees 
and supervisors. Within the secondary category of twenty- 
seven activities, these occupied the most time: 

ieweconsulte (confer) 


2. listen (attend, hear, heed) 


3. thank: to express appreciation for 

4. answer (reply, respond, retort) 

beeftexplarn (clarify, elucidate, interpret, rephrase) 
Gud rscuss: "to* talk *over 


Assisting. ‘Morale building, guiding; “and training— 
type activities performed by office workers. Supervisors 
ranked this primary activity first within the Interacting 
Domain. However, regarding the thirteen secondary activities, 
they were very much in agreement on the following ranking 
with employees regarding time: 

LPetaid+(help, serve, support) 


2. welcome (greet) 
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3. show (demonstrate, illustrate) 

4, inform (appraise, enlighten, notify) 
5. alert (caution, forewarn, warn) 

6, Orient. (acquaint, direct, familiarize) 


Coping. Using strategies to deal with threat--positive 
action to overcome; negative action to overcome; action to 
escape; no action. This primary activity was ranked lowest 
within the Interacting Domain by both employees and super- 
visors. Employees did spend time, however, on the more 
positive activities within this primary division. Of the 
thirty-two activities, these were placed first by both groups 
of respondents: 

1. cooperate (collaborate) 


2. obey (comply, follow, heed) 


Managing Domain 

The Managing Domain includes the categories of activi- 
ties which describe the administering activities in which 
office workers are involved. 

Actuating. Stimulating and maintaining of performance 
and effecting corrective measures. Employees ranked this 
activity first within the Managing Domain. Of the eight 
secondary activities, both groups ranked in first place: 

1. perform (carry out, execute) 

Planning. Mental determining of a course of action. 
Of the five planning activities, both groups of respondents 
ranked these first: 


1. classify (categorize, group, partition) 
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2. analyze: to determine the nature and relation- 
ship of parts 


Organizing. Establising the work environment. 
Twelve organizing activities were listed. Supervisors ranked 
this activity first within the Managing Domain. The highest 
standard score for both employee and supervisor responses of 
the 230 secondary activities was for: 

1. systematize (arrange, order, routinize) 

Controlling. Evaluating work performed and the deter- 
Mination and recommendation of corrective measures based on 
feedback. Both groups of respondents indicated that the 
following secondary activity occupied the most time of the 
nine activities listed in this group: 

1. regulate (direct, govern, manage, order, regularize) 

Summaries of employee and supervisor responses are 


shown in Figures 3 and 4. 
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Chapter 5 
Summary, Conclusions, and Implications 


In order to prepare students for office occupations, 
educators must be aware of current office practices. so that 
course content and skill development wiil be relevant in 
terms of student needs and of present-day office requirements. 

The purpose of this study was to determine the relative 
amounts of time which recent business education graduates 
spent performing various business and office activities. 

A questionnaire based on NOBELS' (1968) A Taxonomy 
of Office Activities for Business and Office Education was 
used to collect data from recent business education graduates 
of a comprehensive high school and from their immediate 
supervisors regarding employee duties. 

The Taxonomy includes three domains of activities-- 
operating, interacting, and managing. These are sub-divided 
into twenty primary-division verbs (activities) Which ein 
turn, are sub-divided into twenty groups of secondary- 
division verbs. (activities). 

Respondents scored each activity in the primary group 
and in each of the secondary groups on a five-point scale 
with respect to the comparative amounts of time devoted to 
the activities. 

Scale values were calculated for each actavdbye.on 


employee and supervisor responses. Standard scores were 
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calculated and correlations were computed for the group of 


primary activities and for each group of secondary activities. 
Summary of Findings and Conclusions 


The presentation which follows appears in rank order 
by domain, by primary activity, and by secondary activity, 
according to employee responses with respect to the relative 
amounts of time spent in the performance of various office 
duties. Differences in employee and supervisor responses are 
noted. High ranking activities included in the discussion 


represent about one-quarter of the 230 secondary activities. 


Operating Domain 

Recording. Copy activities such as typewrite, key- 
punch, and photo-copy; write; duplicate; register; post; and 
transcribe were duties performed by recent graduates. While 
some of these recording activities can be handled by the use 
of copy machines where on-the-job training is practical, 
other activities involving machines require intensive 
instruction and application. 

Arranging. Employees sort and compile in putting 
records into an order system. 

Verifying. Employees proofread and check to determine 
thesaccuracy:or inaccuracy of’ data. 

Transmitting. Employees forward, deliver, dispatch, 
distribute, and route whatever must be given out or sent out. 

Manipulating. Duties included in this category are 


stamp, feed, numbering, punch. Supervisors ranked manual and 
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vil 
mechanical operations lower than did employees. 

Storing. Employees file or arrange items systemati- 
cally for future use. 

Indexing. Employees label, cross-reference, and code 
materials. This involved determining and indicating cate- 
gories. 

Collecting. Search, gather, and order duties were the 
high-ranking secondary activities in this category. 

Composing. In creating and developing written infor- 
Mation, employees edit or revise, decument, and outline. 

Comparing. Employees match or examine records in 
order to determine similarities or differences. 

Modifying. Employees correct, revise, and perfect 
written material. Note the accuracy and communication 
elements in this category. 

Caiculating. Mathematical assignments which occupied 
Chesmoste timesincludea total, count, and compute by the use 
of arithmetical processes. 

Purging. Employees weed or remove materials selec- 


tively from the files. 


Interacting Domain 
According to supervisor responses, the Interacting 
Domain ranked first of the three domains as determined by 
the mean standard score of these three primary activities: 
Communicating. Oral communications such as consult, 
listen, thank, answer, explain, and discuss occupied employee 


time. Note that half of these six high-ranking activities 
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52 
involved giving information. 

Assisting. Employees aid, welcome, show or demonstrate, 
inform, alert, and orient others. Note that three of these 
six high-ranking duties were training-type activities. Super- 
visors ranked this primary category higher than did employees 
in their responses. 

Coping. Employees cooperate, and obey or follow 
directions. A further examination of activities in this 
secondary group of activities revealed that positive strate- 


gies in coping with office situations ranked highest. 


Managing Domain 

Accuating. Employees perform or execute the duties 
for which they are responsible. 

Planning. In the mental determining of a course of 
action, employees classify according to common elements, and 
analyze or determine the relationship Gf pacts. 

Organizing. In establishing the work environment, 
employees systematize or routinize their tasks in a methodical 
order. | 

Controlling. Employees regulate or manage their 
duties with respect to methods and standards. 

The high correlation between employee and supervisor 
responses for the primary classification of activities, and 
for their corresponding groups of secondary activities, 
indicate that these are the activities in which beginning 
office employees are involved. 


The indication, which supervisor responses provided, 








~laque .a4si¢ivitorn suye-painless Stew esttub cntaengieteed dak 
assyoigms bib madd verpic yropadso yesmieg 2149 besnee axo8ly 
.ss2arogéet «teddy al 

Wollod, 2c Yado He 27529005 sopyolam’ “RakgoD 
sing mi eeisivises jo a@insdiniexs yoroeet) A +emotsoorlb — 
-atsitea svidieeq tsds balsaver abrtivisos to quewe YyushbaAODee 
.teertmin betas. amoitsoate soatho dmiw eaigeo 82 e6ie 


ia 
efisnub alt SayoS8ke 16 A043 -g ensyolqm .putysusoAk . 
| -sildlenogess @76 very tote 103 
to semvoo 5 16 peisintedsb Iéenem eis ne Brinapld A 
jms 
bos ,etnemeis nommos of parbissos uttaaals asegelene tokso8 
‘16g ito cidedorsede> said snimvedces zo exitens 


tramnozivas Asow eft. prs Aetidsdad nt /RALSingpx0 


oe 
fsotbodtjem «+ ai 2Xesd xzLsde Ssinianes 26 Se LTSMSI ays eseyolgqma 
| anita 


i. ‘Gare 
List epsnem io s$slupex essyoigne “patifoxgne> - 
: e64%6baage brs ebousem o2 | 








‘to. ~S . “J 4 : . * 
RS 


hh 7 


seaplane d molasiones apimiote os 





= 


: : 
mie 


7 
“4% 





55 


that interacting activities occupied the most time of begin- 


ning office workers, is also worth noting. 
Implications for Education 


Business education programs in our secondary high 
schools have the two-fold objective of providing the student 
with theoretical and practical learnings. Many high school 
graduates from these programs seek office employment immedi- 
ately after completing a business education program of 
studies. 

This study has indicated the kinds of activities-- 
operating, interacting, and managing--which a beginning office 
worker is likely to encounter in the world of work. Timewise, 
the interacting activities constitute an important element in 
the performance of office duties. The activities within each 
of the three domains should not be thought of as isolated 
entities. Rather, they may be described as multi-dimensional 
in their make-up. 

If the objective of the learning process is the 
achievement of relevant performance skills, the implications 
from these findings seem to point to the necessity of varied 
day-to-day assignments which involve not only the operations, 
but also the interactions and task management activities 
which apply. Curriculum builders should make provision for 
the inclusion of the kinds of experiences which employees 
actually encounter. This does not mean that all experiences 


should take place within the four walls of a classroom. 
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While a "Simulated" office can provide many of these 
experiences, it is only through an extended program incor- 
porating work-experience that a "real" atmosphere, with its 
varied interactions and pressures, can be provided. An 
extended program of this nature would also assist the student 
in making the transition from the school environment to the 


business world. 
Recommendations for Further Research 


Regular surveys or follow-up studies should be made 
in order to determine whether the programs of studies in the 
secondary schools are meeting the needs of the students. It 
1s recommended that studies of this type be done periodically, 
covering graduates with up to five years of experience, in an 
effort to ascertain changes pertinent to the business educa- 
t16n Curriculum. 

A study in greater depth of one domain only is another 
suggested area for further research. The authors of the 
Taxonomy suggest that by adding nouns, adjectives, or phrases 
to the verbs, an all-inclusive list of office activities 
could be developed, since verbs represent fundamental pro- 
cesses that remain unchanged although procedures in their 
performance may change. A study, for example, of the 
activities within the Managing Domain, could provide 
detailed examples of each secondary activity and, at the 
same time, indicate how these managing tasks relate to 


activities within the other domains. 
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A two-way communication with our graduates could serve 
very purposeful ends. A gratifying element in making this 
survey was the expression of surprise and pleasure from the 


employees that an interest in their progress was demonstrated. 
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9919 - 76 Street 
Edmonton 82, Alberta 


(Date) 


Dear (Supervisor): 


Your assistance is requested in securing data for a thesis 
entitled "A Survey of Office Activities." 


It is hoped that the results of this survey may be useful 
in areas such as curriculum development in business education 
at the senior high school level. 


You are asked to complete a set of forms regarding the 
duties of a designated employee whose name has been randomly 
selected from a list of students who received credits for 
Oftice Practice «30°. 


If you are interested in the results of this project, I would 
be pleased to give you this information. 


Should you have any questions, please phone me at 466-2027. 
Your cooperation is very much appreciated. Thank you. 


Sincerely, 


(Mrs.) Anne Barbara Pura 
Department of Industrial and Vocational Education 
University of Alberta 





: (zosivicas®) 266d . 


zieett 5 tot agsb paohivess hh Satestpead 26) SRReseieas TOF 
" eptoivttod eoftiO to yaver@ A" bells igas 


{yiseu od vam youuge etdt io etivess edd Sede Begon SE at 
nostsoubs aeentevd ai jinemaolsveb muLusiziue a6 fove Bsets BE 
-{svafl footloe Metd toinee eft 36 

eit paibisper am1o2 lo tae s eielomes of Seles eas oY 
vimobnes nescd esd smon oeorle seyofame befeipiess 6 to asisob 
10? atibets bevisuss odw esagbtse 20 gekl 6 mot besowlas 

.0€ soigosrd e0k220 


bivew I ,toe(oxq aida to edivast: say mt bedeetesat sxe soy of 7 
doistsmzotcs 2iva woy avip oF beaselg ed : 


.VSGS-336 35 om snodq esssliq ,anoiveeap yas svsd soy bisods 
,vuoy Asi?  .batetosiqgs dou yuev et aoliexeqeod- suey . 









Svyisoe ta & 1 


a a SCALE 
. i,” Fiip theeigh the carce Wich describe the primacy of: 
? 
eclivitiaes, iw Sip oes Which Gascriaes ° AG 
ad whict (oupives che agek Virte ~liace this oard 19 
Bagition 3 rer the a ee 
2, Thev aele«t (2 cara vhiiich Gesertiee @<ct ve 7 
occey ten ov t 1 tie 3) T fs sop vt ® ii¢ i ; 
7 Card in Position j on the scele, 
u 
3. Pisce acd of the vewsining eetcn, one a! Lem a 
posit Lan si tha 6éai Pppend q poe 
—_ 
5f t ine pene uf Cte 4 : View 1a er A fi 
7 ery Widder of t imen. 
: 
a, Beeere oo the Eeily alect rm eark i 7681 mich 
4 + 
" : 
cOsreepands vith the wot \ of te ectivivty on the sce} 
a 
a 5. Wepeat the snus eles for cach secomary group Of eetivities. 


Teawke Yor 








a 
7 
inh) o-48 0 (A 
: 2a i 20a 7 


seen -— 


) xthbregal png aa. Ae 





GUiL DE Oba Ngee 





SCALE 


1. Flip through the cards which describe the primary office 
activities. Select the card which describes the activity 
which occupies the most time, Place this card in 


Position 5 on the scale. 


2. Then select the card which describes the activity which 
occupies no time or the least amount of time. Place this 


card in Position 1 on the scale. 


3. Place each of the remaining cards, one at a time, ina 
position on the scale depending upon the relative amount 
of time spent on the activity. You may use any position 


any number of times. 


4, Record on the tally sheet one mark for each activity which 


corresponds with the position of the activity on the scale, 


5. Repeat the same steps for each secondary group of activities. 
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PRIMARY ACTIVITIES 
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XX 


Arranging 
Calculating 
Collecting 
Comparing 
Composing 
Indexing 
Manipulating 
Modifying 
Purging 
Recording 
preedae 
Transmitting 
Verifying 
Communicating 
Assisting 
Coping 
Planning 
Organizing 
Actuating 


Controlling 
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OPERATIONS /ARRANGING 
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2 
3 
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batch 
collate 
compile 
sort 


rank 


OPERATIONS /CALCULATING 


6 accrue 

7 average 

8 balance 

5 compound 

10 compute 

Li count 

12. cross-balance 

13 +=cross-foot 

14 depreciate 

15 determine percents 
16 determine ratios 
17. = discount 

18 Beeiners 

19 extend 

20 measure 

21 price 

22 prorate 
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OPERATIONS /COLLECTING 
24 borrow 

25 gather 

26 obtain 

27 order 

28 preview 

29 retrieve 

30  ~=scan 

31 search 

32 select 
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OPERATIONS /COMPARING 1 “ 5 ‘ 
33s associate Pa ee eee. Serene: Sen 


34 distinguish 


35 match 
OPERATIONS/ COMPOS ING 
36 annotate 

37 design 

38 document 

SO medrare 

4QO edit 


41 outline 
42 paraphrase 
43 summarize 


44 write 


OPERATIONS / INDEXING 
45 code 

46 cross-reference 
47 decode 

48 encode 


49 label 
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50 brush 
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5? cut 


53 erase 


54 fasten 


55 feed 
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58 ink 


59 Laminate 
60 load 
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OPFRATIONS/MANIPULATING (con't) 1 , 3 , ; 
61 = lock - if 
62 numbering 

63. open (unfold) 
64 pack (unpack) 


Qo) spull 

66 punch 
67 scrape 
68 seal 

69 sharpen 
70 splice 
71 stamp 
i stuff 
73° «thread 
74 wrap 


OPERATIONS /MODIFY ING 
75 adapt 

76 convert 

Me “correct 

78 decrease 

79 increase 

80 perfect 

81 qualify 

82 restore 

83 revise 


84 temper 





85 transpose 


OPERATIONS /PURGING 
86 cancel 

87 consume 

88 destroy 

89 discard 

90 eliminate 

91 weed 
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INTERACTIONS /COMMUNTCAT ING 
125 affirin 
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126) annwer 
127) canvass 


128 consult 
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130 demand | 
nnn neon 
13) describe 
describe (che) Eos Doe ee 
132 detail | 


133 discuss 
134 ellkcit 
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135 emphasize 
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136 explain 
137 express 
138 inquire 
139 “invite 





140 listen 
141 negottate 
142 page 

143 persuade 
144 question 
145. quote 

146 repeat 
147) request 
148 reveal 
149 sugppest 
150 summarize 
151 thank 
INTERACTIONS /ASSTSTING 
152 advise 
153 add 

154 alert 

155) encourage 
156 encort 
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158 inetruct 
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INTERACTIONS/ASSISTING (con't) | ? 3 A 5 
161 placate ; 


162 remind 

163 show 

164 welcome 
INTERACT IONS/COPING 
165 accept 

166 adapt 

167 admit 

168 apologize 

169 avoid 
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171 boast 

172 charm : 


173 circumvent 


174 coex 
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176 compete 
177 compromise 
178 cooperate 
179 disregard 
180 empathize 
181 endure 

182 excel 
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183 forgive 
184 hint 

185 improvise 
186 innovate 
187 obey 

188 persevere 
189 retionalize 
190 refrain 
191 refuse 
192. respect 
193 socialize 
194 verbalize 
195 withdraw 
196 yield 
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MANAGEMENT / PLANNING 
197 analyze 

198 budget 

199 classify 

200 design 

201 forecast 
MANAGEMENT /ORGANIZING 
202 allocate 

203 appoint 

204 automate 

205 centralize 

206 decentralize 
207 delegate 

208 dismias 

209 eliminate 





210 employ 

211 equip 

212 schedule 
213 systematize 
MANAGEMENT /ACTUATING 
214 adjust 

ZA Mrrcnea 

216 expedite 
217 implement 
218 initiate 
219 motivate 
220 perform 

221 substitute 
MANAGEMENT /CONTROLLING 
222 approve 

223 disapprove 
224 evaluate 
22S Lait 

2 Cae Ve citi 

227 prevent 

22& recommend 
229 regulate 


230 supervise 
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PRIMARY ACTIVITIES 


I -. XX 
ARRANGING: putting into an order 
or system 
I 
CALCULATING: computing new data 


from present data by some 
mathematical process or combina- 
tion of processes 


COLLECTING: 
or equipment 


securing data, supplies, 


COMPARING: examining in order to 
determine similarities and 
differences 


COMPOSING: creating and developing 
written information 


INDEXING: determining and indicating 
categories to which materials may be 
assigned 


MANIPULATING: performing simple 
manual or mechanical operations 
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RECORDING: 
on paper, film, tape, or other media 


STORING: setting aside for future use 


out 


VERIFYING: determining the accuracy | 
or inaccuracy of data 


COMMUNICATING: 
giving, receiving, or discussing 
information 


ASSISTING: 
training-type activities performed by 
office workers 


placing data or information 


oral means of requesting, 


morale building, guiding, and 


MODIFYING: making changes 
VIII 
RTOS et awl eee nigh RTS ae ns bm Were aa moda ode ene. : 
PURGING: destroying or eliminating 
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COPING: using strategies’ to deal with 
situations--positive action, negative 


action, no action 


PLANNING: mental determining of a 
course of action 


ORGANIZING: establishing the work 
environment 


ACTUATING: stimulating and main- 
taining of performance and effecting 
corrective measures 


CONTROLLING: evaluating work per- 
formed and the determination and 
recommendation of corrective 


measures based on feedback 


SECONDARY ACTIVITIES 


Roars) 


BATCH: to group similar materials 
for processing 


+ 


- COLLATE: (integrate, merge) to put 


together in a predetermined order 


COMPILE: (assemble, combine, consolidate) 
to assemble and put in a logical order 
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SORT: (separate) to separate into 
established categories 


RANK: (order) to place data in order 
by degrees according to some selected 
characteristics 


SECONDARY ACTIVITIES 
6 - 23 


OPERATIONS/ CALCULATING 


ACCRUE: (accumulate) to accumulate 
periodically 


AVERAGE: to find the arithmetic mean 


wee ee eee eww wee ew ew ew we ew we ee eee eee eee eee eee ee 


BALANCE: to compute the difference 
between two amounts, usually debits and 
credits, and arrange or prove that the 
sum of the two amounts is equal 


COMPOUND: to add to 

















a to reach a solution by the 
-mathematical processes 


10 


(enumerate) to determine the 
number of units involved 
a 


elt 


14 


# ae - wee ee eee sese eee eee eee eee eee ee ee 
; 


“aa oy 
DETER INE. PERCENTS: Poet ecnita ge, rate) 


to express the parts of a whole in 
te Brace hundredths | 


on between two similar mag- 
in n respect to the number of 
Meivats contains the second 


15 
/RMINE RATIOS: to determine the 


pAERK =. = 


SSS Seca gg a nee 


oe Se Oe ee Ot Oem aye an ee ee Oe ee ee eee ee oe ae om om ome em te ee oe ee 
-= —on 


capacity, or amount of 


i] 

i 

TOTAL: (foot, sum) to obtain the sum of ; 
t 

i] 

23 

i 

! 

Ses) ae es Pa ema ce Socom Sus heme ab Ske in) (mn G0 Sten [Os ', GL «j 
1 

i 

SECONDARY ACTIVITIES 
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24 - 32 
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OPERAT LONS/ COLLECTING 
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BORROW: to get from another with the 
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ESTIMATE: (approximate) to determine ; 
roughly an amount 
} 
| 
i] 
1 
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EXTEND: to multiply two or more factors 
in order to obtain a total, usually 
associated with unit cost and price 


19 


MEASURE: to ascertain the dimensions, 


eee ee ee ee i 


PRICE: (cost, mark down, mark up) 
to establish monetary value 


2d. 


1 
t 
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PRORATE: to distribute a total amount : 
proportionately on some predetermined : 
basis 
22 : 
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intent of returning 
24 











: (acquire, gain, procure, 
) to get possession of 
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RIEVE: (reacquire, recover, 
yossess) to acquire again 


ne] % 4 
— (hunt, investigate, look for, 
seek) to look for data 
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SECONDARY ACTIVITIES 


He bs) 
Sy a 
ASSOCIATE: to bring together in any of 


various ways in order to discover or 
establish relationships 
4 


33 


DISTINGUISH: (differentiate, discrimin- 
ate) to determine distinctions by per- 
ceiving and evaluating differences 


MATCH: to put together according to 
equal or harmonizing attributes 


ue) 


SECONDARY ACTIVITIES 


36 - 44 
OPERAT LONS/ COMPOS ING 
ANNOTATE: to make critical or 


explanatory notes 


DESIGN: (devise, draw, illustrate, 
invent, lay out, originate, sketch) to 
devise for a specific function 
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support for 
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Bar iee: rewrite) to change by 


40 


, to prepare a point by point 
t of ae principal parts or 


PHRASE: © (reword) to give same 
ng in a different form by re- 
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-a short description of without 
; of original meaning 


7 
ARIZE: (abridge, abstract, 
ense, digest, recapitulate) to 


i ee ee ee 


CROSS-REFERENCE: to prepare a means 

for referring to a document by a subject 
name, or number other than that under 
which the document is filed 


3 


DECODE: (decipher, translate) to 
convert from code to ordinary language 


47 


ENCODE: to transfer one system of 
communication to another 


LABEL: to place suitable marks or tape 
to items to identify contents 


49 


SECONDARY ACTIVITIES 

50 - 74 

OPERATIONS/ MANIPULATING 
BRUSH: to apply with a stroking action 


50 


CLEAN: (brush, dust, polish, scrub, 
shine, sweep, tidy, wipe) to rid of dirt 
or extraneous matter 


CUT : (clip, shred, split) to divide 


into pieces with an edged tool or 


shredder 
















piece, touch up) to set 
. a protective container 
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PUNCH: (perforate) to make a hole 


through 
66 


ee en 


SCRAPE: to remove from a surface by 
repeated strokes of an edged instrument 


eae enw e ee ee ew ee 


1 
t 
i 
Cie 
es 
' 

1 

' 

' 

i) 
i 


og 


ee ee a a a a wn wp a a ee pr errr 
iy Ce? oY 
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SEAL: to secure against access by closing 
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to unite by lapping two ends CORRECT: (debug, rectify, remedy, repair 
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| RESTORE: (reclaim, reconstruct, renew) 
1 to bring back to a former or original 
i state 
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REVISE: (amend, improve, rearrange, 

revamp, streamline, update) to improve, 

amend, or update 
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(book, 


to record material on tape 
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(handprint -handwrite, initial i CHARGE OUT: (check out, issue, release) | 
mark, sense, sign, take i \to give out from one's custody, often on 
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FORWARD: (pass on) to send to a different 


person or a different address 


LEND: (loan) to give for temporary use 
on the condition that the same or its 
equivalent be returned | 


113 


PUBLICIZE: (circularize) to promote by 
announcing widely 


payment 
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ROUTE: (channel) to prearrange and 
direct the order of distribution 


116 


Deena on i KK Re TR NON Kae ee 


SEND: a general category to be used 
when none of the others are appro- 


EprLate 


Ly 


ian nn KR ne ROR KM ae aaa eee 


SUBMIT: to give to another for his 
consideration 
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SWITCH: (exchange, hunt, transfer) to 
move from one to another or back and 
forth 

119 
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OPERAT LONS/ VERIFYING 


AUDIT: to examine officially 


CHECK: to inspect for satisfactory 
condition 


PROOFREAD: to read and mark corrections 


ee ee oe ee ce oe ee es ee ee eee eee ee ee ee ee ee 


RECONCILE: (account for, adjust, settle) 
to adjust or account for differences 
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VALIDATE: (authenticate, certify, 
notarize) to determine and establish the 


genuineness of 
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INTERACT LONS/ COMMUNICATING 


AFFIRM: (assert, claim, declare) to 
declare that something is true 
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ELICIT: to motivate a response by the 
uS@ of special techniques 
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EMPHASIZE: (stress) to give prominence to 
by speaking forcefully 
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EXPLAIN: (clarify, elucidate, interpret, 


understandable 
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EXPRESS: (voice, utter) (to be used only 
when other categories are not applicable) 
to give oral expression to 


or presence 
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LISTEN: (attend, hear, heed) to pay 
attention to 


NEGOTIATE: to try to reach an agreement 


141 


oe em me ee ee ee ee ee em ee er oe Gs Oe eG ae ee ee mes Oe 


4 
i 
] 
1 
i 
1 

rephrase) to make something clear and : 
i] 
i 
1 
i 
1 
i 


= a a eC ee ee a eS a ee) es ee me em tome om vue ens oe ee seed ee 


137 
Se ee i 
INQUIRE: (ask, query) to ask for 
information 
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INVITE: to ask for one's participation 
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PAGE: to summon a person by 
re epeatedly calling his name 
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E: (coax, convince, induce, 
sway) to present views in such a way 
at others will be led to think in 


(interrogate, pry, quiz) 
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information te: light 


OTE: (cite, refer) to present 
porting evidence 
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SUMMARIZE: (recapitulate) to express 
the main idea in a few words 
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SECONDARY ACTIVITIES 
152 - 164 


INTERACT IONS/ ASSISTING 


ADVISE: (help, serve, support) to give 
assistance to a person 


152 


AID: (help, serve, support) to give 
assistance to a person 


ALERT: (caution, forewarn, warn) to tell~ 
someone of something to be watched for or 


guarded against 
154 


ENCOURAGE: (assure, cheer, compliment, 
commend, foster, hearten, inspire, 
motivate, praise, reassure, support 
stimulate) to inspire by giving hope 
and confidence 


ESCORT: (accompany, conduct, lead) to 


accompany for the purpose bf guiding or 
as a mark of courtesy 
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to impart information to make easier or 


SECONDARY ACTIVITIES 
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(cajole, persuade, urge, 
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(contend, oppose, rival, vie) 
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_EMPATHIZE: to project oneself into the 
experiences and feelings of another 
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ENDURE: (bear, suffer, tolerate, with- 
stand) to tolerate trying circumstances ; 
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EXCEL: (exceed, outdo, outshine, surpass) 
to advance or distinguish oneself through 
excellence 


FORGIVE: (excuse, pardon) to cease to 
feel resentment against 
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HINT: (insinuate, intimate) to infer 
rather than to say explicitly : 
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IMPROVISE: to create on the spur of the ! 
moment ; 
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ERSEVERE : (persist) to continue in 


RATIONALIZE: to provide reasonable, 
lausible, justification for one's 


repress, restrain, subdue) to keep 
oneself under control by holding 


bade 
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‘VERBALIZE: to release one's feelings 
ts overcome: situations by talking 


tions by distorting the truth, either 
Epes tously or unconsciously 
. 189 
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YIELD: (concede, defer, relent, submit) 

.to submit to another's ideas or wishes 
196 

SECONDARY ACTIVITIES 

' 197 - 201 

MANAGEMENT/ PLANNING 

ANALYZE: to determine the nature and 


relationship of parts 
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cee me wee ee meee eee eee ee eee 


BUDGET: to provide for the use of in 
detail 

198 
CLASSIFY: (categorize, group, partition) 


to create categories in order to group 
ideas, people, or activities into sets 
according to common elements 
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DESIGN: (create, devise, originate) to 
'formulate a plan or pattern to accomplish 


-a desired objective 
200 


FORECAST: (anticipate, predict, project, 
prognosticate) to attempt to indicate 


future conditions 
201 
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SECONDARY ACTIVITIES 


2022-213 
MANAGEMENT / ORGANIZING 
ALLOCATE: (allot, apportion, divide, 


prorate) to divide in amounts suitable 
for efficient performance 


202 


APPOINT: (assign, commission, desig- 
nate, name) to name an employee to fill 
a specific position or perform a 
specific task 

203 


AUTOMATE: (automatize) to establish 
operation by an electronic device to 
replace mechanical or human effort 
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CENTRALIZE: to place in one location 
or one person or group 
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-DECENTRALIZE: to disperse or distrib- 
ute from one location or person to 


several 
206 


DELEGATE: (empower) to entrust 
authority to another 
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DISMISS: (discharge, free, lay off, 
release) to remove from employment or 
a specific activity 
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ELIMINATE: (destroy, remove) to get rid 

of i 
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EMPLOY: (hire, recruit) to select per- 


sonnel for office positions 


EQUIP: (furnish, outfit) to provide with 
the necessary materials and machines to 
perform a designated function 
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SCHEDULE: (assign, "'PERT'' (program 
Evaluation Review Technique) program) to 
place in a time sequence 
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SYSTEMATIZE: (arrange, order, routinize) 
to arrange in an orderly or methodical 
manner 
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ADJUST: (adapt, modify, rearrange) to ; 
change to meet a new situation : 
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ENFORCE: (compel, drive, impel, impose) 


to require adherence to 
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EXPEDITE: (accelerate, hasten, rush) 
to give special attention to in order to 


process or move quickly 


IMPLEMENT: (accomplish, effect, fulfill) 


to use measures that will ensure the 
carrying out of 


INITIATE: (establish, ina ¢firate, 
launch, institute, introduce) to set 
going 
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MOTIVATE: (induce, inspire, prompt, 
spur) to stimulate to action 


fake) 


PERFORM: (carry out, execute) to do 
what is provided for or required 


SUBSTITUTE: (replace) to put in the 


-place of another 


ta 
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SECONDARY ACTIVITIES 
222 - 230 a 


MANAGEMENT/ CONTROLLING 


APPROVE: (authorize, confirm, 


enforce, OK, ratify, sanction) to 


give favorable or positive support 
to a 
222 
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DISAPPROVE: (condemn, reject, veto) to 
indicate dissatisfaction 


EVALUATE: (analyze, appraise, assess, 
estimate, judge, rate, value) to determine 
the value of 


LIMIT? (circumscribe, curtail, restrict) 
to establish boundaries 


225 


PERMIT: (allow, authorize, let) to grant 
permission or allow something to be done 


226 


PREVENT: (avert, forestall, preclude, 
stop) to keep from happening 


RECOMMEND: (advocate, prescribe, suggest) 
to declare in favor of 
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REGULATE: (direct, govern, manage, order, 
regularize) to control or direct by some 
designated principle or method; to adjust 
to some standard or requirement 
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SUPERVISE: (direct, oversee) to 
oversee 
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